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27 December 1951

MEMORANDUM FOR: DEPUTY DIRECTOR (PLANS)

SUBJECT: Trainee Holding Pocl

l. During recent conversations with the Director of Treining,
OPC pointed out its pressing need for additional facilities to accommcdate
the growing number of "casual" employses who must be housed and given
interim training while awaiting: (a) clearance, (b) enrollment in TR(C),
or (¢) assignment to the field,

2. At Colonel Baird's suggestion, we have surveyed this whole
problem to determine our specific needs, The attached paper outlines
briefly the points covered in the survey and recommends appropriate
action. It will be noted that the paper excludes from consideration
those "cesuals® awaiting essignment to the fielde. who are "between
courses" in TR(C), receiving desk training in geographic Divisions, or
in the actual process of shipping out., Preliminary study indicated that
their problems and requirements are too individualistic to be handled
on & group basis, We believe they should continue to receive personnel
attention and directions from their individual supervisars, 4

3. OPC has already initiated action in line with the first
recommendation contained in the attached report and eatisfactory DIOgIas8s
is being made. The second recommendation, calling for esteblishment of a
centrally administered reception training program for new employees gwiit-
ing enrollment in TR(C), has not been fully implemented., OPC and TR(C)
have done gome preliminary planning in this connection and heve obtainad
space in the R&S Building, which will be available in mid-February for
such a purpose. Before further ateps are taken, however, I believe it
necessary fo fix responsibility at a single point for management of the
program and also te determine its coverage. Because the holding prcblem,
pointed up by the attached paper, is common to all the covert offices s I
recoumend establishing a single reception program to sccommodate them,
Such a facility coming under the genaral supervision of AID/A(S) or the
specific direction of one of the covert services would be far better than
anything an individual office could establish, even with an increase in
present staff for this purpose,

L. 1 understand that the covert offices, as well as TR(C) and L&
are presenting separately to your office their views regarding the holc-
ing problem, I will be glad to fumish any additionsl information in
this regard you may desire from OPC,

/s/ | | 25X1
for
KILBOURNE JOHNSTON
Agsistant Director for
Pollcy Coordination

Attachment:
Survey Memo of 19 November 1951 SEcREI
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X 19 Novembar 1951
SURVEY OF OPC REQUIREMENTS FOH THAINEE HOLDING POOL
I. PROELEN

To provide suitable means and facilitiss for the regepiion, COmLLE .
tration and interim trsining of a continuing pool of LO to 80 new'y
appointed non-clerical NPC employees awaitin; enrollment in THC., Thess
individuals fall into two catsgoriest

1, Employees provisionally cleared, awarting full ciears ce.
(Holding time, 1 te 12 weeks)

2. Employees fully clexred, awmaiting start of clasges.
(Holding time, 1 to L weeks)

II, BACKGROUND

1. The need for a holding pool and reception treiming progre= arirus
out of the following facts:

&, Until new employess have completed appropriate traiming,
it is mot practical in most instances to give them work assignmnte
or attempt on-ths-job training.

b, For many reasons, new employees are brought en duly Bavels.
days or weeks before the.r initial training sourse begirs or even
‘before they receive security clearance to enter TRC.

2. In the past, OFC has placed provisionally cleared eprloyaes ir
prols operated 4y other CIA units or bas assigned them ares stuaiez &t
the Library of Congress, stc, Fully olearsd emplo ees awaiticg treinmirp
have been sssigned aea studies or brought into"K® Building for iniarie
desk treining. Fxisting pool facilities, unsuited as they are for our

purposes, are sharply limited, however, and we lack both the supe sviec
staff and the space to cepe witl arsa studies and/or desk treining Jor --u
sigeabls group of employees awaiting enrollment ip TRC, Such facili tiet :.:
we have for area and desk training must be devoted to employees wix have
cogpleted THC and are preparing for specific fisld asaigoaents.

111, DISCUSSION

1. Two lines of approach seem practical in dealing with this
proulem:

N L

[~
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Froblem:

a. Reduce the number of employees awaiting treaining oy bavirs
their entrance on duty coincide with enrollment in T insofar as
possible,

b, Establish a centrally administered reception trainin: prog-sa
designed especially for employees amiting enrellment is TAG.

2. Several steps can be taken to gear BOD dates with TEC enrc ' ime-
dates. Some of these are:

&, istiter Managemsnt, in order to make quotas, both UF. sn:
PLC have brought appiicants on duty before timir training dates evi-
though the spplicante were oot presaing for immediate apooints-nt,
This must stop,

b, Froper Flapning. New employees are being brougit on culy/
before their treining plans are completed causing a delsy in @irolisen-,,
AL/PT and Division Treining Offioers must exercise closer sups vis.o-
over this matter,

c. ore Fle xible Trsining Schecules, Beginning trainii g e ities
for many employees occur st four-week intervals., If a beginnii 4 o 1ore
can't be repeatsd more ofter, then courses of comaon instructix o w. i
are not requisite for other courses shoulc be offered frequenty 7 s
students can enroll in IAC with minimum delay, This principle :hoi.ii
be followed throughout & student's training to preveat "paps® ia hie
scheduls,

d. Change in Deferment Poligy. This is by far the most MPe T §
step because most provisionally cleared and many fully aleared amploymes
awaiting treining are brought on duty prematurely sc they can b= deferrac,
Belective Service will not defer a person sponsered by CIX, unjess te 13
sctually on cur payroil, The Pirector of Persomnel is presentl  stuc; iy
& plan to have dreft-eligiole spplicants induated intc allitary serv.us
to complete basic training while their CIA elearance is grocese.ng, it
completing besic treining, they would be discharged tc agcept ¢ .
&ppointments. Such a plan would recuce drastically the OFC hol ung
problem,

3. A centrally administered reception treaning progrum is sugg:stel
because of the obvious savings in supervisery personnsl snd the acvan .age:
of uniform handling. Employees in the Program could be divided 1o wo or s pe
groups depending on training needs, anticipated etay, security or oihker fuci..s,
They could then be given usaful training in speed reading, srea studies,

travel procecure.

N . Yx(t
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travel procedure, map reading, report writing, and other coursts,
Uniform briefing and administrative procedures cculd be used ir

handling &ll such new employees,

This would represent a vast improvement over the present
system. Such employees now are briefed and administered by their
Branches or Division§ which have too few supervisors, tao litt e
space, and too many other priority commituments to devote much rffo..
to0 uncleared or untreined employees, A ocentrsl system would iicre: ::
enployee interest by closer supervision and attention, woula a-sis~
the developsent or meintenance of cover by better briefing and sup:-.
vision, and would improve morsle by providing a full program o.' ase ..

. activitg for new employees awaitiing formal treining.

IV, FRECOMMENDATIONS

1. Positive aocuion should be taken in line with the comments
in II1 2, above to reduce ithe number of employees awaiting eram-llmant
in TRC.

2. Action should be taken to establish & centrally acmin ste=:
reception training program for all new employees awa.ting tieiiing.

L}
Approved For Release 2003/06/03 M“E&ORM 731R001700200018-7



